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General Instructions

Overview The KanCare Customer File Upload Utility Application is a KDADS web
application.
System e Firewall Settings may need added.

Requirements = To check if you will be able to access the KDADS Web Application site,
and Browser follow the steps on pages 3-4. If the sign in page does not display,
Settings our site will need to be added to your firewall. Please contact the
KDADS Help Desk for the specific address/port to be added to the
firewall.
e Internet Connection
e Internet Browser:
= Microsoft Internet Explorer 6.0 or newer - Recommended
= Firefox — current version
e Disable all Pop-Up blockers

Contact Persons

Issue Contact Person

Application How To Questions KDADS Help Desk
Password Change Phone:

(785) 296-4987

or

(800) 432-3535
E-Mail:

HelpDesk@kdads.ks.gov




Accessing the Application

Introduction  Use Microsoft Internet Explorer or FireFox browser to access the KDADS web

application site. All KDADS Web Applications are secured and encrypted.

How To Follow the steps in the table below to accessing the login page for the KDADS

Web Application.

Step Action Result

1. Open the internet browser. Access | The KDADS Provider Web Site
the KDADS Provider Information Home Page will be displayed.
Resource Web Site.

www.aging.ks.gov
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2. Select the Web Applications link The KDADS Web Application Login
under the “Applications Link”. page will display.



http://www.aging.ks.gov/

Logging-In

How To Follow the steps in the table below to complete the Login process.
Step Action Result
1. Once the Login page is displayed. Insertion point advances.
Type the User Name.
Press Tab.

and Disability Services
Web Applications

Sign In

Enter your Sengle Sapn-0n user name

I |_ox || Conesd |

0% Cancel |

Enter Password. [f it is the first
time signing into the
application, use the initial
password that was issued in the
e-mail from the KDADS
Information Services Division.

Click the OK button.

The Web Application Home
page will display.




Accessing the KanCare Customer File Upload Utility
Application

How To Follow the steps in the table below to access the MCO View Customer Uploaded
Files application.

Step Action Result

1. To access the application, click on
the MCO View Customer Uploaded
Files button on the Web Applications
Home Page.

2. Opens to the KanCare Customer File
Upload Utility Listing page of the
application.
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Complete Report

Create A New Entry

Select Status: () NotReviewed () Reviewed and Downloaded @ All

Records Posted / Marked as Completed (downloaded): AmeriGroup: 1400/0 Sunflower: 1443/8 United: 1691/0
- O
. Rows 15 ~ [Go| (O

e G

1-15 of 5347 (&

EDIT FirstName LastName MedicaidID Nbr SSH Birth Date  Kamis Person Nbr ‘ ' Ty = rn

Z Josephine Snell 102404198 511223724 10MSME25 158873 Diane Lix diane lx@swksaging.org 6202258230  SWKAAA 2
# Rosale Roe 101379954 565605148 0272811943 358775  Diane Lix diane lx@swhsaging.org 6202256230  SWKAAA 23
7 LavERN LOEWENS 103313730 511205973 0472211820 - MARTY TOLAND mioland@cpaaa.org 3166605131  CPAAA 2
#Z  Loren HEDNER 103370279 505562940 017301945 - MARTY TOLAND mioland@cpasa.org 3166605131 CPAAA 2
Z  Joan Roberts 101194472 573563518 08031944 341056 Diane Lix diane [x@swksaging.org 6202258230 SWKAAA 23
Z  viom Fugarino 100922993 485545246 0610272012 429362 Opal Jones gov CPAAA 23
o2




Customer Files Uploaded Listing

Introduction

The report displays the customers who have had files uploaded by their
perspective Case Management Entity. KDADS Information Services Division
(ISD) has run several matching scripts to assign the file records to their
assigned/selected MCO. KDADS ISD continues this process as new files are
received from the MMIS system. The listing is an Interactive Report, which
gives the user a table view then allows the user to utilize filters and sorts to
locate certain customers as needed.

The report is interactive with a search field. Enter the criteria (person’s name,
Medicaid ID number, etc.) and click on the “Go” Button.

Also available, are filter status options:

1. All—Allfiles that have been created are available.

2. Not Reviewed — The listing will filter to the files that have NOT been
marked for deletion.

3. Reviewed and Downloaded — The listing will filter to view the files that
have been marked for deletion.

There is also a count for each MCO as to how many records have been posted and
assigned to their individual MCO and how many of those records have been
downloaded and marked complete.

Additional sorting and filtering options as well as a download utility can be found
under the “Gear” icon.
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File Status

File count

Search
Field — |

-

- Records Posted ! Marked as Completed (downloaded): Sunflower: 1443734

elect Status: O Mot Reviewed O Reviewed and Downloaded @& Al

~L

/._/ Rows (15« >’E’“J$'

1-15of 1443 (5

EDIT First Hame Last Hame Medicaid ID Hbr 55H Birth Date Kamis Person Hbr

First Hame

Continued on next page



Interactive Report Functions

Features Below are the more commonly used reporting tools features offered by
interactive reports.

How to 1. Openthe Web Application at the Interactive Report view.
2. Click on the gearicon. Q
. . . v
3. Report Control List will display.

3
7 Rows | 15 \d' Create
Select Columns I
Y Fiter
14
25, Sort
3V

=# Control Break
Highlight

=

@] Compute

kR

2 Aggregate

1T Chart

|>§ Flashback

_ﬂ Save Report

\19 Reset

3 Help

- ,@ Download

Functions  This instruction guide will cover only the most commonly used report functions.
Covered Those functions are Filter and Sort.




Interactive Report Function Descriptions

Functions Below are the descriptions of all the functions available in an interactive report.

Reporting Control List

Action

Select Columns

{ Filter
14
25 Sort
R 4

<= Control Break

Highlight

o
55 cmpute

z Aggregate

> Flashback

Fﬂ Save Report

Reset

Help

LS

I‘i‘ Download

Select Columns — Used to modify the columns displayed. The
columns on the right are displayed. The columns on the left are
hidden. You can reorder the displayed columns using the arrows on
the far right. Computed columns are prefixed with **.

Filter — Used to filter data for a more detailed view of information.

Sort — Used to change the column(s) to sort on and whether to sort
ascending or descending. You can also specify how to handle nulls
(use the default setting, always display them last or always display
them first). The resulting sorting is displayed to the right of column
headings in the report.

Control Break — Used to create a break group on one or several
columns. This pulls the columns out of the Interactive Report and
displays them as a master record.

Highlight — Highlighting allows you to define a filter. The rows that
meet the filter are highlighted using the characteristics associated
with the filter.

Compute — Computations allow you to add computed columns to
your report. These can be mathematical.

Aggregate — Aggregates are mathematical computations performed
against a column. Aggregates are displayed after each control break
and at the end of the report within the column they are defined.
Only numeric columns will be displayed.

Chart — You can include one chart per Interactive Report.
Depending upon the data in the report, the chart function may not
be useful.

Flashback — Not available.

Save Report — Saves the customized report for future use. You
provide a name and an optional description. A tab will be displayed
for each report saved.

Reset — Restores report to the default settings.

Help — On-line Help on report functions.

Download — Allows the current report to be downloaded. The
download formats is CSV which can be opened through Excel.




Interactive Report — Filter

How To

Follow the steps in the table below to filter a Report.

Step

Action

1.

Select Filter from the Control
list.

7!

Rows [ 15

older

v iav Create

{= - select Columns .

Program
S
2. Select the Column to filter
Select the Operator D o B G, | Gomm
-YFilter
Column Operator Expression
\n!e Folder Code (v [= v
rogram
i Sisron [ 15sue
Assigned Date [
Deadline Date It
i
3. Select the Expression.
e By clicking on the drop Dl T B d. | o=
down arrow at the end of Y eier
the express field, options | | e opeser o]
will appear if appropriate. :;;’E'*' s
P Rinietove

[ v}

{Administrative; KDOA
. Administrative; Legislature
| Administrative; Litigation
| Administrative: icai

Administrative; Audit
Administrative; Budget
Administrative; Governors (
Administrative; Grant

Click on the "Go" button.
Report will display.

The filter criteria will display
at the top of the report.

17 2005145  Accounting
% 2005039  Accounting
I 2005005 Accounting

2007034  Accounting

‘ Rows[ls :/‘ ?‘av Create|




Interactive Report — Sorting

How To

Follow the steps in the table below to sort a Report.
Step Action
1. Select Sort from the Control
list. o) Rows (15 ] (&) e
; T - Select Columns .
E—
2. Select the Column(s) to be
sorted. [X rows 15 v] (63 B,
. . it ;
Select the Direction
14
(Ascending or Descending) 4% Sort
. Column Direction Null Sorting
Select how the Blank Fields 1[File Folder Code || Descending || Nulls Always First v |
(nU”S) Sh0u|d be dISp|ayed 2| - Select Column - || Ascending \f\ ‘Eefaulﬁ v‘
3 |- Select Column - v irl\»scenc‘ﬁng ; Z} { Default V,i
4| - select Column - & | Ascending - [ \ Default 7V‘
5 |- select Column - v Ascending V| \ Default v'i
6 | - Select Column - v TlAscending | | Default v
3. Click on Apply. Report will

display.




Interactive Report — Reset Report

How To

Follow the steps in the table below to reset the Report back to default.
Step Action
1. Select Reset from the Control O ,
I|St. rt Ei Save Report E
I
E & Help ]
e
2. Click on Apply.
/7,' | Rows |15 v 37
(9 Reset

Restore report to the default settings.

10




How To

Accessing the Customer File Upload Utility Detail

Follow the steps in the table below to access the detail page.

Step Action

Result

1.
pencil/paper icon.

Under the Edit Column, click on the

The detail page will display.

First Name Last Hame
./ FRED FLINTSTONE
IZ JUDY FLINTSTONE
[/ IWILMA  FLINTSTONE

| Rows |

001234

001234
001234

Kansas

Department for Aging
and Disability Services

KanCare Customer File Upload Utility

Reviewed and Downloaded and Can Be Removed: []

Exit to Website Apply Changes § Return To List

Attached / Uploaded Files

Files Uploaded By Information:

First Name: CASE + Last Name: MANAGER

Organization Name:  ORGANIZATION NAME

Contact Phone Number: 7852964986

E-Mail: EMAIL@EMAIL.COM
(enter numbers only)

Customer Information:

Application: MCO_UTIL 14: 168

[ name [delete[ size | source | adde [T

[cowenoa[ - [1148781  uptoad.pdt [12112:2012 11:00:18 |

Customer First Name FRED Customer Last Name : FLINTSTONE

02/03/1937 Social Security Number. 012345678

(enter numbers only)
Kamis Person Number. 123456

Date of Birth

Medicaid ID Number. 01234567890

11




Customer File Upload Utility Detail

Introduction KDADS required certain information when the Case Management Entity entered
the customer recorded into the Utility.

Button

Action / Purpose

Return To List

Will return to the Report Listing.

Apply Changes Save subsequent data entry. MCO’s will mark the file as
reviewed and downloaded.

Exit to Website Will return to the KDADS Provider Information Resource
website. (www.aging.ks.gov)
Files Uploaded By Information

Field Action / Purpose
First Name Files Uploaded By Information:
Last Name

Organization Name

E-Mail

Contact Phone Number

First Name: CASE + Last Mame: MANAGER
Organization Name: ORGANIZATION NAME

E-Mail: . EMAIL@EMAIL.COM ' + Contact Phone Number. 7852964986
{enter numbers only)

Customer Information

Field

Action / Purpose

First Name

Last Name

Date of Birth

Social Security Number

Medicaid ID Number

KAMIS Person Number

Customer Information:

Customer First Name FRED | « Customer Last Mame ;| FLINTSTONE

Date of Birth: 021031937 Social Security Number. 012345678

{enter numbers onhy)

Medicaid 1D Mumber. 01234567890 Kamis Person Number: 123456

Continued on next page
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http://www.aging.ks.gov/

Viewing an Attachment

Introduction  All attached files are associated with the customer detail page.

How to View the File  Follow the steps below to view an attached file on a specific report.

Step Action Results
1. Locate the Attached / Upload Files
region on the right hand side of the
detail page.
Attached | Uploaded Files
Application: MCO_UTIL I14: 188
[ name [delete | size | source | added | by
[CBWENOA| - [1.145781 | upload.pdf [12112/2012 11:00:18 |
2. Click on the file name "CSW-NOA" in the above example.

The document will open.

i 83C41d01 - Adobe Acrobat Pro

File Edit “iew Document Comments Forms Tools Advanced ‘Window Help

BRI+ RO QleO=n]ig A G H @i |

KAMSAS DEFARTMENT FDR AGING AND DISABILITY SERVICES
MOTICE OF ACTIIN

6804, CJoder Amercms - Seno Goree_Zmcmses_[JEsD
'

i
b
o
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Marking a File as Reviewed/Downloaded and Ready for
Deletion

Introduction Due to the size of the attachments, once the MCO reviews and downloads the
documents to their own file system, the file can be marked “ready for
deletion” from the KDADS Utility system.

How to Delete a File Follow the steps below to mark the record for deletion.

Step Action Results

1. Locate the checkbox options above
the Attached / Uploaded Files region
on the right side of the detail page.

Reviewed and Downloaded and Can Be Removed: []

Attarhed I | Inlnaded Files
2. Select the checkbox. Checkmark is displayed.
3. Click on the Apply Changes button. File is saved with the indication
that the file is marked for deletion.

Note: On the Customer Files Uploaded Listing, there are filter status options available:

4. All—All files that have been created are available.

5. Not Reviewed — The listing will filter to the files that have NOT been marked for
deletion.

6. Reviewed and Downloaded — The listing will filter to view the files that have
been marked for deletion.

14



Logging-Out

Introduction When the user will not be using the application for a period of time, log off
the program for security reasons.

How To Follow the steps in the table below to exit the application.
Step Action Result
1. In the upper right corner of the
window, there are three navigational
options.
Link Action
Logout The browser will return to the Log-in page
KDADS Home Page Returns back to the KDADS Home Page for further access
options.
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